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Chief, Management Staff 9 May 1957

Chief, Records Management Staff

weekly Report - Week inding 8§ May 1957

L. Contributions

de

Tangible

{1) The Records Center received 122 cubic feet of inactive
records; 233 cubic feet were transferred or destroyed
by the Center,

(2) Eleven new and revised forms completed; one form elimi-
nated,

(3) Seven rployse Suggestions evaluated.

(L) Developed a small label for dictaphone beltfll cards to

be used in lieu of cards formerly costing 33750.00 per
year.
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2. Assignments (Active)
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Records Disposition Survey, OCR =~ approval of our proposed
disposition recommendations has beem received on 285 of the
L9l items on the Records Control Schedule.

Fighteen new and revised forms in process.

Records Management Survey, Stock Managemsat and Requirements
Section of Loglatios Office -~ 70 per cent completed.

Review of requisitions for filing equipment.

Use of Shelf Filing, Office of Security - reviewed floor load-
ing requirements with safety officery refinement of floor plan
continuing.

Installation of Filing System, (SI -~ now working in undsmental
Scitnee Division and Geophysics Division.
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. '8+ Use of Shelf Filing, Biogrephis Register - awaiting avard ef

contract by Logistica.
h, Use of Shelf Filing, Industrial Hegister -
l. Use of Shelf Filing, Logisties Office =

3 Ass}gmmti (Inactive)
Records Disposition Survey, Commercial Staff.
ho News
a. Tentative approval regeived from OCR and Logistics to destroy
@ large volume of punched cards now in the Vital Materials
®pository.
be ZIight persons from various agency officee visited the Vital
g:mmls Repositery for the purpose of reviewing their record
p%’.ﬁo
¢. Seven mewbers of this Staff atiend '
; hoon Mestinr, : ed the regular monthly O&M
25X1 l
MgtS/RM lej (9 May 1957)
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